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Welcome to your
AAUW Work Smart salary negotiation workshop!

Dear Work Smart participant,

Take it from me, the pay gap is real and the American Association of University Women (AAUW) has the research to
prove it. Our goal is to close the gender pay gap, a term that refers to the fact that women are paid less than men
at nearly every stage of their careers and across almost all occupations. This issue can affect women as early as
their first job—and means that women have less money to pay their bills, reduce student loan debt, save for retire-
ment and achieve economic security. And women aren't the only ones who suffer: Families, communities, busi-
nesses and the economy as a whole are hurt by this persistent gap.

When you're offered a new job, you might be hesitant to ask about benefits or to negotiate for a higher salary. After
all, talking about salary can be uncomfortable and you don't want to appear ungrateful. But we're here to tell you
that knowing your value and discussing these matters is totally acceptable and even expected in today's job mar-
ket. In fact, doing so is the best way to ensure you're being paid fairly.

To empower you to advocate for yourself, we created AAUW Work Smart, a training program that will give you the
skills you need to thrive in your career. This course will show you how to research your market value, teach you
how to talk about salary and benefits and, best of all, provide the tools to increase your confidence and be more
successful in your negotiations.

For more than a century, AAUW has been working to advance economic security for American women. We
embrace a multipronged approach to fighting for equal pay: researching equity issues; advocating for state and
local equal pay laws; and working with employers to implement practices and policies to ensure fair and equal pay.
And, of course, we are working directly with women to help them develop the necessary skills to maximize their
earning potential and to thrive in their careers. AAUW Work Smart is a key part of that effort!

Women can't wait for equal pay. We know this course is a gamechanger—and we have the testimonials and results
to prove it. We hope you come away better prepared to negotiate confidently and positioned for success!

Sincerely,
Gloria L. Blackwell

Chief Executive Officer

PS. In addition to taking our training, | hope you become a part of the AAUW network. Together, we are working
to break through educational and economic barriers facing women and girls. Please visit www.aauw.org to learn
more.
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ABOUT AAUW

AAUW empowers women and girls through research, education and advocacy. Our nonpartisan, nonprofit organi-
zation has more than 180,000 members and supporters across the United States, as well as 1,000 local branches
and 800 college and university members. Since AAUW's founding in 1881, our members have examined and taken
positions on the fundamental issues of the day—educational, social, economic and political.

Connect
Kl /AauwNational /aauwnational £ /erauw #AAUWWorkSmart
Join Us!

Your membership makes AAUW's powerful voice even stronger on critical issues affecting women and girls.
Membership is open to anyone holding an associate or equivalent, bachelor’s, or higher degree from a regionally
accredited college or university. Visit my.aauw.org/onlinejoin for more.

Empower Women in Two Minutes

Join the AAUW Action Network to receive email alerts and contact your elected officials about public policy issues
such as fair pay for women! Learn more and sign up at www.aauw.org/actionnetwork.

Work Smart Online

Want to share the course with friends or colleagues who could not make it to the in-person workshop, or think
you might want a refresher? Visit salary.aauw.org to access our free digital interactive version of Work Smart.

‘| lowballed my net worth for a large part of my career, only to be frustrated down the road in a job where
| don't feel like I'm being paid what I'm worth. | joined the local AAUW after | learned about AAUW's work
on pay equity and salary negotiation.”

—Alyssa R.
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LEARNING OPPORTUNITY

—~—

THE GENDER PAY GAP AND
HOW IT AFFECTS YOU

AAUW has been on the front lines of the fight for pay equity since 1894. AAUW members were in the Oval Office
when President John F. Kennedy signed the Equal Pay Act of 1963 into law, and more than 50 years later we con-
tinue to lead the push for policies and legislation to encourage and enforce fair pay in the workplace.

The pay gap is the difference in men's and women's median earnings, usually reported as either the earnings ratio
between men and women or as a pay gap, as defined below. The median value is the middle value, with equal
numbers of full-time workers earning more and earning less.

Women's median earnings Pay gap = [Men’s median earnings - Women’s median earnings]
Men’s median earnings Men’s median earnings

Earnings ratio =

Over half a century after pay discrimination became illegal in the United States, a persistent pay gap between men
and women continues to hurt our nation’'s workers and our national economy.

Women working full time in the U.S. are still paid less than men (get the most up to date pay gap data on our
website), and the consequences of this gap affect women throughout their lives, from building less wealth and
struggling to pay off debt, to saving less for retirement.

The Gender Pay Gap by Race

The impact of the gender pay gap goes beyond the fact that women overall are paid less than men. It also affects
families and future economic security. More, the gender pay gap has an even greater impact on Latinas, Black
women, and Native American women.

The history of the gender and racial wage gaps is inextricably linked to the history of labor in America. From depriv-
ing Black women of wages under slavery and its aftermath, to creating lasting disparities in health, education and
opportunity for Native women through land theft, to the legal and cultural limitations on women'’s ability to earn
money, our nation’s story is replete with discrimination and its consequences. Mothers, women with disabilities,
and members of the LGBTQ community are also impacted, but by varying degrees.

Learn more and read AAUW's research report, The Simple Truth About the Gender Pay Gap, on our website.
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Learning Opportunity: The Gender Pay Gap and How It Affects You

Why the Pay Gap Happens and Why It Matters

What are some possible reasons that the pay gap exists?
 Women are paid less for the same work.
« Women are overrepresented in low-wage jobs and underrepresented in high-wage ones.
« Women-dominated professions, such as health care, education and public administration are devalued
because they're seen as "women’s work.”
* Because women are often caregivers, they face lower pay and promotion opportunities because they are
assumed to be distracted and unreliable.

AAUW'’s groundbreaking research report Graduating to a Pay Gap revealed that just one year out of college,
women working full time are already paid significantly less than their male counterparts are paid.

After accounting for all the variables known to affect wages, there is still an unexplained 7 percent gender pay gap
one year out of college. While we don't know for sure why that is, we can certainly assume that at least some por-
tion of the wage gap is attributable to gender bias.

The Pay Gap One Year after College Graduation, with and without
Explanatory Variables

100
90
80

Women's average earnings as a
percentage of men's average earnings

Pay gap overall among college graduates Pay gap among college graduates after
controlling for factors found to affect
earnings

Graduating to a Pay Gap: The Difference in Women's and Men's Earnings One Year after College Graduation

Figure 1

Negotiation Can Help

One of the reasons we talk about the pay gap is that it motivates each of us to do something about it. Negotiating
your salary is something you can do not only for your own economic security but also to help close the unex-

plained pay gap.

To learn more read AAUW's annual research report The Simple Truth about the Gender Pay Gap.

Can Negotiating Backfire?

Because most employers have some latitude when it comes to salaries, negotiating can pay off. But negotiation
skills are especially tricky for women because some behaviors, like self-promotion, that work for men may backfire
for women. Knowing what your skills are worth, making clear what you bring to the table, emphasizing common
goals and maintaining a positive attitude are some negotiation tactics that are effective for women. If you ever feel
at risk during a negotiation, remember that it is within your power to stop the discussion at any time.
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NEGOTIATION STEP 1

————

KNOW YOUR VALUE

Olivia Taylor
Olivia.Taylor@email.com
80 Equal Pay Drive, Washington, DC 20005

Related Experience
Creative Kids Toys Inc., 2 years+

Communications Specialist

¢ Expanded company's brand recognition in national press by assisting in launching an annual holiday toy drive,
which collected more than $2 million worth of toys for children in all 50 states
Cocreated the Creative Kids Read campaign and matched more than $850,000 in funds toward nonprofit
literacy programs
Assisted in drafting speeches and arranged interviews for Creative Kids Toys Inc. top executives
Evaluated advertising and promotion programs to determine whether they were compatible with the com-
pany's public relations efforts
» Wrote press releases and prepared information to disseminate to local and national news outlets

Orange County Tourism Board, 13 months
Public Information Specialist
e Launched an award-winning social media campaign “Orange You Glad You Came to Orange County,” which
increased weekly page views of tourism website from 10,000 to 15,000 in a six-month period
* Represented the Tourism Board on live television to discuss changes in local laws and other issues
« Started a tourism blog microsite within Orange County's main web page
¢ Responded to all information requests from media

The Daily Orange Newspaper, 9 months

Staff Writer
» Researched articles, conducted interviews and wrote articles for lifestyle section
* Developed weekly stories without missing a deadline

Education
Sunny State University, Anywhere, USA
Bachelor of arts, mass communications with an emphasis in public relations

Awards and Distinctions
Orange County Award for distinction in social media outreach

Leadership Experience
Orange County Community Advisory Committee, Recreation Committee Cochair, 3 years+
Orange County Softball League, Volunteer Coach, 2 years+

Languages
Conversational in Spanish, traveled extensively through Central America
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Negotiation Step 1. Know Your Value

—

Sample Job Posting

Public Relations Specialist, Team Player Sporting Goods—Washington, D.C.

Team Player Sporting Goods, the dynamic and growing sports equipment chain store based in Washington,
D.C., seeks a public relations specialist with brand management and PR campaign experience. This person
will work closely with our product team, communications staff and senior management to increase brand
awareness and maintain a consistently favorable public image. Familiarity with and interest in sports are
greatly preferred.

Primary duties

Assist in the creation and implementation of effective PR campaigns and increase brand awareness

Draft and distribute press releases and content, including social media and blog posts

Secure high-profile publicity by pitching to media outlets

e Measure and track progress of campaigns, keeping senior management appropriately informed and
engaged

Qualifications and skills

* Minimum of three years direct, relevant experience in PR, communications, journalism or a closely
related field

» Bachelor's degree in public relations, marketing, communications, journalism or a related field

* A demonstrated ability to excel in fast-paced environments

» Superb written and oral communication skills

» Excellent project management and implementation skills

» Proficiency with Microsoft Office, social media and media-monitoring platforms a must; Photoshop
expertise preferred

* On-record media experience preferred

Resume Writing Tips

A few ways to enhance your resume:
o Use key words from the job posting.
e Use active language.
e Focus on accomplishments not just job descriptions.
» Place the most important information at the top.
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Negotiation Step 1: Know Your Value

N

Think about the job you have or are seeking. Ask yourself: How do my accomplishments, contributions, skills and
work experiences demonstrate value or the contribution | will make in this position? How do | bring value to the
company or organization?

You'll want to consider
e Professional accomplishments (awards, recognitions,
certifications)
Measurable positive results from your work, such as increases
in revenue or client base
» Contributions to a significant project or outcome
Skill areas where you particularly excel
¢ Previous work successes

Keep a journal of all of
your accomplishments

throughout the year, no
matter how big or small.

If you are still in school, consider your leadership roles or important accomplishments related to your major.

Below, write down as many accomplishments, contributions, skills and relevant work experiences as you can.

Take one thing you wrote down and think about what you did to make it happen. What role did you play? What
were some positive results? Write down exact numbers to support your case so it is quantifiable.

Then, use this template to help you articulate your value: “| accomplished [list one accomplishment], using my [list
skill used], which benefited my company by: [list results]".

| accomplished

[list one accomplishment] using my [skills],

which benefited my company by:

[list results].
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SECTION 2: WORKSHOP

—_—

KNOW YOUR TARGET SALARY
AND BENEFITS

Research salary ranges for a particular job in the location you will be working and to determine a target salary.

Assess the Market

There are many factors you should take into account when you're creating your salary targets:
e The overall economic conditions of the area, the demographics and special conditions that might have bear-
ing on your particular industry
e Who the company’'s competitors are
e The company'’s financial health
e | ocal occupational growth or decline

Public Relations Specialist Il
Washington, D.C.

| Median Annual Salary | $62,465

75%
$70,838

25%
$54,890

Figure 3

Additional Salary Research Resources

Other research sources you should take advantage of include
e Glassdoor.com
» Payscale.com
e US. Department of Labor, Bureau of Labor Statistics
e LinkedIn
e The business sections of your local newspapers
» Business publications or other publications specific to your industry
e The local chamber of commerce
e Anyone who might know the company, the field or the region
e Industry compensation surveys
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Negotiation Step 2: Know Your Target Salary and Benefits

N

Research a Target Salary
and Benefits

1

Visit Salary.com and identify a job description that
matches the job you are researching.

Compare similar job descriptions, and select
the job title that most closely aligns with the job
description and experience.

Look at the salary range for the job title from the
25th to 75th percentile, and identify a target sal-

ary (your worth based off objective, market wage
data)—below, at or above the median. Aim high, but
be realistic.

. ldentify a "target salary range,” using the target sal-

ary as the bottom of the range or as the “anchor”.
Do not stretch more than 20 percent.

Create or update a realistic budget.

. Calculate the take-home pay for the target salary at

PaycheckCity.com.

Determine a walk-away point, or the lowest salary
the applicant should be willing to accept and still
reach agreement, this prevent you from accepting a
salary you will later regret..

. Factor in the value of benefits they would be likely

to receive, and identify other benefits that would
make an offer more enticing.

Employee Profile

Job title

Target salary

Target salary range

Monthly budget

Take-home pay

Walk away point

List top three benefits

Negotiating Hourly Pay?

Use the same techniques to research a target salary and target salary range. You may want to estimate a
monthly or annual salary base to help you compare your pay with similar salaried positions.

To figure out an exact hourly wage from an annual salary, you need to figure out how many hours a week
you work. If you work 40 hours a week, divide the annual salary by 2,080 (or multiply an hourly wage by
2,080 to determine the annual salary). If you work 37.5 hours a week, divide the annual salary by 1,950 (or
multiply an hourly wage by 1,950 to determine the annual salary).
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Negotiation Step 2: Know Your Target Salary and Benefits

—

Create a Realistic Budget

Establishing a monthly budget is essential to preparing your negotiation strategy. Budgeting is a way to determine
what your bottom line will be in any consideration of a job or raise.

Below, we have included a budgeting guide to assist in your preparation. Next to each category is a suggested
allocation of your salary. When planning a budget, be realistic about your costs and the lifestyle that you are living
or aspire to. Don't leave out things like entertainment expenses, the costs of eating out and other details.

Types of Expenses

Fixed Expenses
These are the absolute necessities of life including housing, food, transportation and utilities (e.g., electric, gas,
water, cell phone, cable, etc.).

Variable expenses (financial goals)

This includes savings contributions, such as retirement and savings, and debt reduction, such as student loans and
credit card debt. This is your “get-ahead” category. Budgeting for this category puts you in a better financial
position for the future.

Variable expenses (personal choices)
This includes discretionary expenses like shopping, personal care, hobbies and entertainment.

You may find that percentages fluctuate slightly based on the cost of living in your area. See the following section
for more information on budgeting and financial literacy tools.

More Financial Literacy and Planning Tools

Tools to track expenses
e Mint.com
e |earnVest.com

Other financial literacy and planning sites
e Mymoney.gov
e Nerdwallet.com
o Check out local offerings for financial literacy workshops.

Other resources for budgeting and market conditions

e Local business section in paper or regional business publications
e | ocal chamber of commerce
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Negotiation Step 2: Know Your Target Salary and Benefits

Olivia Taylor's Sample Monthly Budget

Fixed Expenses (Needs)
Category

Cell phone

Groceries (shared)
Internet/cable (shared)

Laundry

Rent (shared)

Transportation

Utilities (shared)

Total:

Variable Expenses (Financial Goals)

Category

Credit card payments
Retirement

Savings

Student loans

Total:

Variable Expenses (Personal Choices)

Category
Coffee shops
Haircut

Dining out/bars
Fast food/delivery
Movies

Music

Netflix

Wardrobe

Total:

Total monthly budget:

12 \m/AAUW WORK SMART

Olivia's Budget
$70

$200

$40

$20

$850

$100

$25

$1,305

Olivia's Budget
$50

$200

$200

$100

$550

Olivia's Budget
$40

$25

$200

$100

$50

$20

$10

$200

$645

$2,500

Your Budget

Your Budget

Your Budget
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NEGOTIATION STEP 3

—_—

KNOW YOUR STRATEGY

Seeking a New Job

Deflection Strategies
During the interview and application phase of a job search, you may be asked questions about salary. Do your best
to avoid discussing or negotiating salary until after you have received the job offer.

If your employer asks your salary expectations or desired salary, here are some possible responses:
« "I'd like to see if I'm a good fit first before we discuss salary.”
 "I'd like to learn more about the role before | set my salary expectations. As we move forward in the interview
process, | expect that my salary would line up with market rates for similar positions in this area”
» "I'd appreciate it if you made me an offer based on what is budgeted for the role, and we can go from there.”

If your employer asks your salary history, here are some
possible responses:
e "This position is not exactly the same as my last job. I'd like
to discuss what my responsibilities would be here and then

In several states, such as
California, Delaware,

determine a fair salary for this job." Massachusetts and Oregon,
« “I'd appreciate it if you could make me an offer based on and some cities, asking for

whatever you have budgeted for this position, and we can salary history is or will be

go from there” illegal. Research equal pay

« “My salary history and expectations are in line with my laws with your local
professional achievements and experience and with the government.
requirements of the position.”

Online Applications

Often online applications will require you to list your salary expectations. If possible, leave these fields blank, or
type “zero” or "N/A". If you must enter an actual value, put your target salary. You can always say that your expecta-
tions changed as you gained a better understanding of the role.

Responding to an Offer with Persuasive Responses
When you receive a job offer, you should receive the starting salary number as well. If not, ask what the starting
salary is, along with any benefits package. Get it in writing so you can take your time to review it.

Listen carefully. Pause, reflect and do not respond immediately—no matter what the offer is. At this point, you can
start negotiating right away or thank them and ask for time to consider the offer. You may want to ask for more
information about benefits, such as health care costs or retirement savings.

If you get an offer at or above your target salary, congratulations! You should look at the overall package and
decide whether you want to negotiate further on salary or benefits. But you should definitely consider negotiating.

If you get an offer below your walk away point, then you should attempt to negotiate upward. Consider what

benefits may bridge the gap and make the offer more acceptable. If you cannot negotiate to a number above your
walk away point, then you might need to consider whether this job will realistically meet your needs.
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Negotiation Step 3: Know Your Strategy

N

The best way to prepare and practice your negotiation strategy is to anticipate how your employer will react and
prepare persuasive responses. Here's how:
e Have your notes in front of you as you follow up with the employer, including a prioritized list of what you
want to negotiate for and in what order.
» Brainstorm three to five different ways that the employer might respond during a negotiation.
» Use your value statements and the information you gathered in your job research to prepare talking points for
each potential response.

Once the employer proposes a starting salary, you can counteroffer in several ways:
» "Do you have any flexibility on the salary number?”
e "Thank you for the offer. Based on my research with comparable roles in this area, | was thinking of some-
thing in the range of [your target salary range].”
» "Based on my prior experience and familiarity with this role, | believe that an additional $ would be fair”

Suggested Persuasive Responses
Consider the following scenarios as you prepare your own responses.

Employer: In the future you'll have opportunities for growth and raises.

Because this number is a little lower than | feel comfortable with, I'd love to discuss my opportunities
for the future. | know that one of the most important things in this role is [key metric here]. If I'm able to
deliver that in [time frame], would you be open to raising my compensation to [target salary] then?

Employer: | don't have the budget for this high a salary.

If that is the case, would you be open to us working together to identify ways to cover this salary this
year or to plan for increased funds next year?

Would you be open to discussing including an increase for me for next year? Can we talk about benefits
or other nonmonetary benefits?

| absolutely understand our budget constraints, but with my work history, | have demonstrated success
in saving our company money. If not now, do you think we can revisit this in six months for a review?

Employer: I'll never be able to sell this to the boss or HR.

There are two possible interpretations of this response. Either the employer agrees you deserve this salary but
can't sell it to the higher-up, or the person is trying to avoid giving you this salary, and this is an excuse. Take the
employer at her or his word. Perhaps say

I've really appreciated your support throughout these discussions. If you are open to even trying to sell
this to the boss, I'll do everything | can to help you make a strong case.

You can't have a better ally than your supervisor or soon-to-be supervisor advocating for you with the CEO!
Employer: If | give you this salary, you'd be the highest-paid employee in this position in our company.

| appreciate the challenge that presents. Based on my research, the range I've asked for is fair market
value and reflects the contributions and value | bring to this position. What is a more realistic range that
we can consider?
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Negotiation Step 3: Know Your Strategy

Employer: Yes.
Thank you. Now | would like to discuss my benefits.

Thank you for your consideration. As | think about what we've discussed today, would it be OK if | fol-
lowed up with a question or two?

Employer: Wait until next year.

Thank you for your support. | do want to continue to align my value with the needs of this organization.
Can we check in again in four to six months?

Employer: No.

Stay silent and wait to see what she or he says, in case an explanation is offered. Listen to the language that is used
as you craft your response. If no explanation is offered, say a polite “thank you for your time" and ask

Is there any feedback you can give me on the best way to revisit this conversation at a later time?

| understand that a raise isn't available, but | think it would be important for us to reevaluate my job
description to see if a job title change is in order.

Even if you are disappointed or offended or you begin thinking about moving to another company, do not say
anything to this effect. Just be respectful and professional and leave.

Assessing Benefits
Remember that benefits are an important part of your overall compensation. You should always be thinking about
how to negotiate for benefits, even if you get the salary you want.

Standard benefits may include:
* Health, dental, and vision insurance
* Retirement accounts and matching contributions
¢ Paid time off

» Stock options

Parental/family leave
Nonstandard benefits include:
¢ Flextime
* Telecommute days
¢ Gym or wellness reimbursement
¢ Tuition and student loan assistance
« Commuter benefit (parking, public transportation, biking, etc.)
» Professional development programs

* On-site childcare
Negotiable Benefits

Rather than asking for more of everything, focus on the benefits you might be able to get and the benefits that
might have some value for you. Many benefits can be negotiable, especially nonstandard benefits, including those
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Negotiation Step 3: Know Your Strategy

N

listed above. An employer might see telecommuting or professional development as simple things that don't cost
much, while you might see them as providing plenty of value to you.

Using the same strategy as you approached your salary negotiation, be prepared to ask for the benefits that are
important to you. Particularly if your negotiated salary was below your target salary, your benefits package can
help make up for the lack of salary. In some cases, benefits may be a considerable added-value, such as if your
employer provides tuition reimbursement, relocation expense coverage, or child care assistance.

Here's some sample language you can use to ask for a better benefits package.

If the employer offers a benefits package that is significantly smaller than a standard benefits package:

Thank you for our discussion about the salary offer. After reviewing the benefits, | have a few questions.
Looking more closely at the package, could you consider providing transportation assistance for my
commute?

If the employer offers a benefits package that is similar to or exceeds a standard benefits package:

Thank you for our discussion about the salary offer. After reviewing the benefits, | am pleased with the
package and just have a few follow-up questions. First, is there a possibility of receiving professional
development or teleworking?

Concluding the Negotiation

Based on your objective research, you should know whether or not the final salary and benefits offer is worthy of
consideration. If you are satisfied with the salary and benefits you negotiated, you can give a verbal acceptance of
the offer in the negotiation. Be sure to ask for the complete job offer in writing and read it carefully before signing
to make sure everything you discussed is included.
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Negotiation Step 3: Know Your Strategy

Excel in Your Current Job: Earn a Raise or Promotion

Timing Your Ask
After some time, you may seek a promotion or raise at your job. You must decide when the right time is to ask for a
raise. The important thing is to decide whether it is best to wait for the normal salary review process or not.

Meeting with Your Supervisor

Start the process professionally by requesting a meeting to discuss your career development. Do not say you want
a meeting to ask for a raise, because your boss may put off meeting with you. Your salary is an aspect of your
career development.

Preparing the Pitch
Being articulate about your value and preparing your pitch ahead of time are critical to a successful strategy.
If you're asking for a raise or promotion, you MUST prepare your pitch before having the initial conversation.

Determine -how you want to persuade your employer of your value. Refer to things like
» Specific accomplishments
* Recentincreases in responsibility
* Any savings or revenue increases you've brought to the organization
* Awards, recognition, certifications or education you've pursued
e Other successes or value you've brought to the organization.

Choose compelling words: Use action verbs like you would in a résumé. Think about how you can be persuasive
on each point you wish to make.

Think about the most persuasive way to organize your accomplishments within your pitch, and practice it aloud.
Practice saying it to a friend, your partner or a mirror. Practice until you are comfortable, clear and persuasive.

Sample Pitch

Thank you for talking with me today. | really enjoy working here and appreciate you coaching me to become an
integral member of the PR team. This past year was really exciting as | had some major accomplishments for the
team.

e Under my leadership, our two effective PR campaigns boosted brand awareness and drove 20,000 visitors to
the new websites.

| secured placements in top-tier media outlets, including the Today Show, NPR and the Wall Street Journal.

e And I'm especially proud of the role I've played in negotiating savings in ad purchases, allowing the company
the same reach at one-third the cost.

I'd like to talk with you today about my increasing role and responsibilities within the team and how that is
reflected in my salary. According to my research, the market rate for a PR specialist with my level of expertise and
demonstrated skill set in this city is $63,000-69,500 per year. I'd like to be considered for a raise that will bring me
into this range.
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Negotiation Step 3: Know Your Strategy

N

Sample Language for Your Pitch
Consider these suggestions as you prepare your pitch:
» According to my research, a fair range for people doing this job in this area is from $ to$
e My job description says that someone in my position should have at least years of experience. | have
worked in the department for more than years and managed people and projects.
 |n addition to the specific qualifications and duties this job requires, | have been responsible for ,and |
have earned these additional professional credentials:
e The company’s mission statement says . This year | contributed to the mission by achieving
« The CEO said in an interview that the goal this year is to make $ in profit; here's what | did in our
department to make money for the company (or save in expenses), contributing to our bottom line.

Persuasive Responses

Like you would when interviewing for a new job, anticipate employer objections by brainstorming three to five dif-
ferent ways that the employer might respond during a negotiation. Use your value statements and the information
you gathered in your research to prepare talking points for each potential response. Below is a sampling of poten-
tial responses from your employer you can anticipate.

Employer: | don't have the budget for a salary this high.

Employer: I'll never be able to sell this to the boss or HR.

Employer: Wait until next year.

Concluding the Negotiation

Based on your objective research, you should know whether or not the final salary and benefits offer is worthy of
consideration. If you are satisfied with the salary and benefits you negotiated, you can give a verbal acceptance of
the offer in the negotiation. Be sure to ask for the complete job offer in writing and read it carefully before signing
to make sure everything you discussed is included.

Embrace the “We/Us"

You might be thinking about something from your perspective, but when you make the pitch, you should
frame it to show how it benefits your employer, too. Use “we"” and “us” liberally in place of “I” and “me.” And
make sure to express your enthusiasm for the position and your interest in supporting the company'’s or
organization'’s goals.
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NEGOTIATION STEP 4
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PRACTICE, PRACTICE, PRACTICE!

Your negotiation skills will not improve without practice. With each practice, you can improve your abilities to be
objective, persuasive, and strategic. The more you practice with others, the more assistance they can provide with
positive and constructive feedback to improve your verbal and body language.

Sample Role-Play Scenario

Olivia (employee): Hello! Thank you for meeting with me today. | am so excited to talk about your offer and review
the details about joining the organization.

Maya (employer): Well, we think you are an excellent candidate for the position and would fit in well at our com-
pany. Given that, we hope you will accept our offer of $58,000 a year plus benefits.

Olivia: Thank you. | am confident | will bring value to the organization. However, according to my research, the
market rate in the area for someone in this position with my demonstrated skill set is $60,000-68,000 per year.
Would you consider an offer within that range?

Maya: Hmm. Going above $58,000 is close to the maximum salary | can offer for this position.

Olivia: | appreciate that. However, given my experience reducing expenses and increasing revenue by 15 percent in
my current position, | hope we can work together to come to a salary that reflects my qualifications.

Maya: You are very qualified, and we are impressed with your track record. The best | can offer you is $62,000.
Olivia: Thank you. I'm also interested in discussing what benefits are available.
Maya: Sure. What are you looking for?

Olivia: Do you offer funding for professional development that would enhance my work and increase my value to
the organization?

Maya: Yes, we can offer you up to $500 toward professional development annually.

Olivia: Thank you! This is a very generous offer. Can | please get this in writing and get you an answer by the end of
the week?

Maya: Absolutely!
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Negotiation Step 4: Practice, Practice, Practice!

Role-Play Worksheet

Playing the Employee

Practicing is a critical component of becoming a competent negotiator. When practicing, take a few minutes and
answer the questions below to prepare for your turn as the employee.

1. Decide whether you are negotiating for a new job, or raise or promotion and share that with your partner.

2. How will you start the conversation?

3. Go back to the value statements you drafted earlier in the workshops to use in your negotiations

4. Write down two benefits that would make this offer especially compelling to you

5. Write down the target salary range that your facilitator puts on the screen. § to$

Now use your preparation and try role-playing a conversation. As you do the exercise, remember the goals: Be
objective! Be strategic! Be persuasive!

Negotiation sentence starters
These are ideas to get you started, but you should modify the phrasing to fit your personal style and the specifics
of the situation.

Thank you for meeting to discuss the details of your offer.

According to my research, a fair range for people doing this job in this area is from $ to$

Given my previous experience doing , | believe this is a fair salary range for this position.
It sounds like you and | are on the same page about what | can contribute to the company.

Playing the Employer

What salary range are you allowed to offer for this role? Write down the range the facilitator puts on the screen.

S (starting offer) to $ (maximum budgeted)

Constraints
 You are only authorized to offer up to the maximum budget amount your facilitator shares with you.
» You have more flexibility in negotiating benefits. Listen carefully for what your partner (the employee) is
requesting.

Possible employer objections
These are some ideas to get you started, but react to the particulars the employee brings forward and get creative!

We think you are an excellent candidate for this position and a good fit in the company, however ...

Wait another year.

You haven't demonstrated that you're ready for those increased responsibilities.

If I gave you this salary, you'd be the highest-paid employee in this position in our company.
| don't have the budget for this high a salary.

I'll never be able to sell this to the boss.

Whoal! That's way more than | have budgeted!
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Negotiation Step 4: Practice, Practice, Practice!

Next Steps for Salary Negotiation Success

There are many things you can do to keep your momentum going after you leave today.

e Keep practicing. Use the resources from this workshop each time you prepare to negotiate.

o Strike a pose. Research has shown that holding a power pose (think: Wonder Woman) for as little as two
minutes can make you feel more confident and willing to take risks. Consider doing this exercise before going
into your next negotiation to give yourself an extra boost!

¢ Share your stories. When you negotiate, we want to know about it! Share your experiences with us at
salary@aauw.org. The more AAUW can showcase women negotiating, the more we can question the stereo-
type that women don't ask.

¢ Pay it forward and share AAUW Work Smart with others. Today you gained significant confidence and skills.
Spread the word with other people in your life to make sure they get paid fairly, too! Talk to your facilitator
about how to help bring AAUW Work Smart workshops to your community.

Questions an Employer Cannot Ask You

There are many questions an employer cannot legally ask you. We encourage you to research these questions and
prepare responses to them. Some examples of questions that you cannot be asked include

* What is your religious affiliation?

» Are you pregnant?

* Whatis your political affiliation?

* What is your race, color, or ethnicity?
* How old are you?

¢ Do you have a disability?

e Are you married?

e Do you have children or plan to?

e Are you in debt?

e Do you socially drink or smoke?

Likewise, employers cannot make stereotypical comments about women and their work habits or make assump-
tions about the work habits of women with children.

If you are asked these questions, you can turn the conversation toward your qualifications for the position, but you
may want to consider notifying human resources.

AAUW Research Reports

Barriers and Bias: The Status of Women in Leadership, AAUW, www.aauw.org/research/barriers-and-bias

Broken Ladders: Barriers to Women's Representation in Nonprofit Leadership, AAUW, www.aauw.org/re-
search/broken-ladders

Deeper in Debt: Women and Student Loans, AAUW, www.aauw.org/research/deeper-in-debt

Graduating to a Pay Gap: Women’s and Men's Earnings One Year after College Graduation, AAUW, www.
aauw.org/research/graduating-to-a-pay-gap

The Simple Truth about the Gender Pay Gap, AAUW, www.aauw.org/research/the-simple-truth-about-the-
gender-pay-gap
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